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Introduction 



The most valuable company asset is its knowledge base. It has 
taken you years of experience and creating systems and informa- 
tion to know how to run your company in a profitable manner. 
Not only that, but you now have knowledge in other people's 
minds that could disappear with a 2 week notice! 

• How many times have you realized that you, did indeed, know 
the answer to a question at one time but now you can't remember 
it? So you try to find the answer again and it takes almost as long 
the second time as it did the first. What a waste of time ! 

• How many times have you searched for a document on a problem 
but you cannot find it in your hard drive? You search and search 
and you can't find it, then you re- write it only to find it about a 
week later? 

• How many times have you had to go and find someone else to get 
the answer to some question, only to find that you interrupted 
them and wasted their time and yours just because you don't have 
a central spot to get and keep information? 

• How long does it take you to train someone new because you 
have to teach them all of this information before they can be ef- 
fective? What if the training manual were saved in a place where 
everyone could find it? ! ! 

• How many times has an employee called in sick or took time off 
and you had to call them for information. Example - the steps to 
do payroll or to ship something out of your office. 

KnowItAll answers all of these problems and more. Most companies 
experience one or all of these situations and it's time you said 
"Enough!" We've created an affordable system that is simple 
enough to get everyone to use and is able to keep track of raw infor- 
mation, systems, projects, document locations and websites the can be 
accessible to all or limited by the "Security Feature". 
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Because KnowItAll organizes the data by "Key Words", it is very 
different from applications that keep everything in files and folders 
that can only be found by memorizing the "File Path". KnowItAll is 
a common sense way of using "Key Words" that a person would 
immediately think of when searching for their information instead of 
being forced to memorize the dreaded "File Path". 

KnowItAll also comes with a "Notify & Review" function. You can 
set the notify option to tell you every time someone changes or up- 
dates a specific piece of information. You can also set a review date 
so that you will be notified that a piece of information needs to be 
reviewed. 

So, what kind of information can go into KnowItAll? Basically, 
anything you can possibly think of. Some of the most commonly 
asked questions are: 

"What areas do we service?", "What services do we offer?", "Who do 
we call to order toner?", "Who do we call for building maintenance?", 
"What are all my user names and passwords?" 

Information/documents you can attach to KnowItAll: 

"Where is the customer welcome letter?", "Where are my door hang- 
ers/brochures?", "What and where are the documents that go into a 
welcome packet?", "Where is the spread sheet we use to make up an 
estimate?", "Where is the employee manual?", "Where is the current 
price list?" 

Really the possibilities are endless. There are so many little bits of 
information that we use every day in our businesses that we really 
need a place to keep them all. 



That is what KnowItAll is all about. 
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Installing K now It All 



1 . Place the CD in your CD drive and your computer should start 
the installation process automatically. 

2. KnowItAll will automatically default to C:\Program 
Files\KnowItAll. You can place KnowItAll in any drive or direc- 
tory that you want to. 

3. If you are using a network/multi-user environment, you will need 
to install it on your file Server or to a shared hard drive, (please 
see your network administrator for more info) 

4. On a Multi-User setup, it would be typical to install KnowItAll 
on an "M:" drive or your current Multi-User drive. 

For example : M :\Kno wit All 

*This will allow all of your users to access it from their work sta- 
tions. 

5. Once you have installed it on your file server, you should go 
around to all of the work stations and install the CLIENT installa- 
tion on each one, pointing the installation to the drive that is be- 
ing shared. 

6. Everyone will have an icon on their desktop computer that will 
access KnowItAll. 

7. Just double click on the icon to open KnowItAll. 




Technical Support - (800) 286-1709 



Visit our website at www.knowitall.biz to see videos 
on how to use KnowItAll. 
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Registering KnowltAII 



1 . Once you have completed the installation, double click on the KnowltAII 
icon. 

2. KnowltAII will automatically create the files necessary to use it. This 
will take a few seconds. 



:o register before your 1 5th use of this product. 



3. The "Need to Register" screen will appear as shown below. You will 
be given 15 uses of KnowltAII before it requires you to register. 

ON LINE REGISTRATION 

1. Click on the "Online" option to register via the internet. Make sure that 
your computer is connected to the internet. It is not absolutely necessary for 
you to have an internet connection to use KnowltAII but many things become 
easier if you have this connection. 

2. You will be asked to enter your "Serial Number" and "Customer 
Code". You will find the serial number on the letter that you received with 
your copy of KnowltAII. It should be a 4 or 5 digit number. 

3. Your customer code is on the letter your received and also on the invoice 
you received. The customer code is usually 6 letters/numbers. 

4. Enter the serial number and customer code and then press the "Register 
First Use of KnowltAII Now" button as shown on the following page. 



KnowltAII OnLine Registration 



Enter Serial Number Here: ^^KTTT fup to* Digits) 



Look lit the In s i Oistomei 

Code here. 

The Customs long and is 

located at the inei of youi invoice. 



Enter your Customer Code here: AAABBB is Letters Digits) 



Reyister First Use of KnowltAII Now 
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5. Your account has already been set up with us and all of the neces- 
sary registration information will be placed in your copy of 
KnowItAll automatically. If there are any messages for you, 
KnowItAll will show them to you as you register. 

6. After registration, KnowItAll will re-index the files. This assures 
that all systems are properly set up and ready to go. 

7. Next, KnowItAll will say "You have articles to import, do you 
want to import them now?" These are the articles that were 
shipped with your KIA. It is a quick way to get started with KIA and 
they are useful to your company. If you do not want these articles, 
simply answer "No" and the process will continue. If you do want 
them, answer "Yes" and they will be imported. 



Adding New Articles 



There are three ways to add a new article. They are as follows: 

• You can add a blank from the main screen, by clicking on the 
"Add New" icon. This will give you a blank article that you can 
then type all of the information into as needed. 




• The second way to add an article is to add it from within an exist- 
ing article. It will ask you if you would like to "Make a copy of 
the previous article. If you click "Yes", it will duplicate the arti- 
cle and a message will appear in the solution box "Enter New 
Information Here". If you click "No", it will create a blank 
article as shown above. 
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Add a New Article Without a Solution 



If you add a new article without a solution, it will turn Red on the 
main screen. This is intended to enable your employees to enter ques- 
tions that they need an answers to. By looking at the RED articles, 
you will see quickly what answers are needed and you can supply 
them at your leisure. 

Also, if you have questions without solutions, when you open K.I. A., 
it will ask you if you want to fill in the answers. This is a great way 
to keep on top of all of the un-answered questions you might have. 




Using The Search Feature 



Double click on the KnowItAll icon on your desk top and you will be at 
the main screen. It will look like this: 



iHil 



Typically the majority of the time you will be using K.I.A. "Search" 
feature. To search, click on the "Search" icon and then enter the key 
word, words or phrase you are looking for: 



O Aiiy of these words 

i 

| _J GL1 | O Tliis Pin .ise Onry 

O Whole Word(s) Only 



*You can enter up to nine (9) key words with spaces in between. 

Example: If we wanted to look up how to book travel arrangements to a 
trade show, we might enter "Show" and "Travel" like below: 



3. Hit Enter or click on the "GO" button to perform the search. 



O Aiiy of These won Is 
— | |— — , 0 All of these words 
I : : This Phi .iseOnry 

O Whole Woi d(s)Oiiry 



Once you select the "Search" button, there are four options to the 
right to choose from. These all perform different tasks, helping you to 
find the information you are looking for. 

Option (1) "Any of these words" - This search will take the 
words you entered and show you all of the articles that have 
ANY of these words in them. That means, that in this case 
we would get all of the articles that have either the word 
"show" or the word "travel" in them. 

Option (2) "All of these words" - This search will find only 
articles that have both of the words "Show" and "Travel" in 
them. This is the most common search method. 

Option (3) "This phrase only" - This option will search for 
the phrase "Show Travel". This means that the two words 
"Show Travel" have to appear together. This will narrow 
things down even farther. 

Option (4) "Whole word (s) only" - This search will search 
for the whole words "Show Travel" and is narrower than the 
option above it because an article that might have "Show 
Traveler" in the text would be found with the option above 
but would be disqualified with this option. A better example 
would be if you were looking for the word "CE" for the 
"Windows CE version", if you used any of the other options 
to search for "CE" it would find it as part of a word that 
might end in "ce", but by using this option, KIA is looking 
for a space before and after "CE" to present the article to 
you. 



@ Enter up to 9 words. 






Search for 


O Aiiy of these words 
0 All of these words 
O This Phrase Only 
Q Whole Wor<l(s) only 


Key Word || v [ ^ ]go] 

[ Options » ] 



*Note that the box to the right of the buttons will tell you in plain 
English what you are about to search for. 



Additional Search Options 

Once in the search option, click on the "Options" button below the key words 
field and you will have three buttons below that you can choose form to 
determine what "fields" of information you would like to search: 

Option (1) "Search Key Words" - This option only searches the 
Key Words for all of the articles. This is the most common way of 
searching for information. It is also the fastest way to search. 

Option (2) "Search Question" - If you want to search the question 
area of the article, click on this button. The caption for the button 
will change to tell you that you will be searching the question area 
of the articles. 

Option (3) "Search Solution" - If you want to search the solution 
as well, click on this button. 



I Enter up to 9 words. EJlSS 



Searcli for 
Key Woi cl 



I Seaicli Keywords 



□ 



OAiry of these woi Us 
I r— — , 0 All of these words 
| 1,B GC '| O This Phrase Only 

O Whole Word(s) Only 



Searching to find 


A 


in any keyword or 




in any Question or 




in any Solution 






V 



[t] 
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Attaching an Existing Document to an Article 



1 . To attach an existing document to an existing K.L A. article, you simply 
click on the "paperclip icon" next to the attachment field. This 
brings up a folder and document listing that you can then find and at- 
tach your document to. 




2. Choose your file and select "OK" and the file will inserted and 
linked to the article. 




NOTE: If your existing document is not in the K.I.A. folder where 
everyone has access to it, you must go to "Systems" on the main 
screen and choose "Preferences" and hen click on "Copy Attach- 
ments to the KnowItAll Folder When Attached." 




13 



Scanning and Unking a File 



1 . Add a new article by clicking the "Add New" icon on the Main 
Screen. 
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2. Enter the "Key Words" (Guitar, receipt, Bose, Gibson) and the 
question or subject that you want to store. 

3. Enter the words "See Attached" or a description of the scan you 
are about to make in the Solution field. 




4. Click on the "Scanner Icon" to create your Scan and you will 
see the following screen: 



5. Click on the "Scan To JPG" option and then on "Scan Now" 
button. 



Q Scan Into this Article | Xj 



Create New Scan 

0 PDF - {Documents, papers, Multi-Page) 
O JPG - (Picture, Graphics, Single Page) 
O TIF - (Pictures, Graphics, Single Page) 



Scan Now 



6. Now choose your Scanning device and hit "Select". 



Select Source 


s 


Sources: 














| Select | 






[ Cancel ] 





Your Scanning software will determine what the Scan Dialog looks 



* Scan using Hewlett-Packard ScanJe 


4200C H2 


mm 


What do you want to scan? 
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| r*^ | O Grayscale picture 












| $Z | O Custom Settings 
























Adjust the oualitv of the scanned picture 
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Scan Cancel 



8. Select "Scan" to scan the receipt. 

9. You will now see the JPG as the attachment within your article. 



10. Once linked into your article, hit save and then you can open the 
item directly within the article by selecting the "Open File" icon dou- 
ble clicking on the file path as shown below. 



Creating and Linking Documents 



1 . Create a new article in KI A by clicking on the Add New button 
on the main screen. 




2. Enter the key words for this article. The example this article 
would be Landlord, rent, repair, water etc... 

3. Now Click on the "New Document" icon. 

4. Choose Word Document and press "Create Now". 



Create New File for this Article 



Create New File 



0 Word Document 

O Excel Sheet 

O Publiser Document 

O PowerPoint Presentation 



5. 



K.I.A. will then open a new document in WORD. It will auto- 
matically assign a number to that document that is linked to the 
article you just created. 



6. 



lems. 




7. When you exit Word, it will ask you to save the document. Once 
you have saved it, it will already be linked to the KIA article and 
you don't have to even think about where it is. 




NOTE: To create and attach an Excel spread sheet, Publisher docu- 
ment, or PowerPoint presentation repeat steps 1-7 except choose the 
specific type of file you want to create in the "Choose the file type" 
box. 



Multiple Page Scans 



You have two options to scan multiple pages; PDF or TIF file type. 

Example: We have a brochure and we want to scan the front and the 
back. The brochure is for BSV Consulting. 

1 . Create a new article in KIA. 

2. Add your key words. 

3. Add your question or subject. 

4. Add any pertinent notes. 

5. Click on the "Scanner" icon. 
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B Scan Into this Article 
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Create New Scan 


m 






0 PDF - (Documents, papers, Multi-Page} 
O JP*i - iPictui e. til aphics. Single Pagef 
O TIF - (Pictures, Gi aphics. Single Page) 
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Scan Now 



















6. Choose the "PDF- (Documents, papers, Multi-Page)" option. 

7. Click on "Scan Now" 



8. Select your Scanner from the source list. 



Select Source 



m 



Jasc Paint Shop Photo Album Suppo 1 .0 (3 
WIA-EPSON Perfection 31 70 1 .0 (32-32) 



Cancel 



9. Scan the brochure for the first page. The scanned document will 
automatically attach to the article. 

10. Now click on the "Scanner" icon again and follow the same pro- 
cedure from ™ 





NOTE: When you click on the "Scanner" icon and then you choose 
the scanner, KnowItAll will ask you if you want to append this to the 
current PDF file. Click "YES" and proceed. You can have unlimited 
number of pages in any PDF file. This allows you to keep multi-page 
contracts, pictures, documents, even a correspondence exchange be- 
tween yourself and another person, just scan each letter as you either 
send it or receive it. 



Linking a Web Address 



There are two ways to link a web address to an article; 

• Enter the web address into the "Web Site" field. 

• Type the web address in the solution area and use the Ctrl button 
to access it. 




Setting up Topics 



You will want to start customizing K.I.A. to your own needs right 
away. We suggest that you take a little time to figure out what depart- 
ments, subjects, or what K.I.A. calls "Topics" you may need. You 
can have as many Topics as you need. These will be used to further 
categorize your articles. You can change the background color on 
Topics to readily identify topics that are grouped together. To add a 
new Topic you would do the following: 



1. Pull down the System menu and choose "Topic Setup". 



OJOJ ^ 



2. To add a topic, click on the "Add" button. 



| S Edit Lookup Values 




Category: Topics 




Code: | 


Save Revert 


Description: 1 


Backgiound 




|i -i itPfPni p |i n [[pfPti! • -hm 



3. Fill out the code and description and then click on the button la- 
beled "Background" to change the background color. 



You can define custom colors by clicking on the "Define Cus- 
tom Colors button". 
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Custom colors: 
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Define Custom Colors >> 


1 - 1 


Cancel 







Find the color you want and then adjust the intensity until you get 
the color of your choice. Then click on "OK". 

CI i ck on the Add to Custom Col ors when you are done. 




Emailing a Solution 



If you want to email a document of an answer to a question to some- 
one you can do so directly from K.I.A. K.I.A. works with MS Out- 
look. If you use a different mail program emailing directly from 
K.I.A. may not be possible. 

Click on the "Email" icon and you will see the following: 



Keywords Sequence 1178 Topic ALL ... □ Publish? GRP j£ 






«— ■ | Top | 


s 


Ron, 


□ Bl [*• 




1 [PT-J 










2 : i 

J 




■ ■ 

PI s 

r" " 

Export Print 

g m 

m 

Click to Notify 




m 

IMI 

\m 


— ! ! - ^ 

Folder: J | , gj 
V,eWS 1 I [ -Purity ] 



You can manually enter the email address in the "To" field or you 
can click on the (...) button and choose from your list of users that 
you previously set up under the user setup or you can click on the 
"Outlook" icon and K.I.A. will automatically pull in your contacts 
from Outlook for you to choose from. In the "From" field, you may 
leave it to the default of "Solutions" or you can enter your own email 
address. You may enter what ever you want into the "Message" field 
to send with your email. Then click "Send E-mail" icon to send. 

Note: When you email within an article, it will also automatically 
send any attachment you have linked to that article. 



Exporting and Importing Articles 



You can export an article by clicking on the "Export" icon. This 
creates an email with two files attached to it. These files can be saved 
to disk upon arrival at the destination and then you can use the 
"Import" button from the main screen to import these files into your 
system. If the sequence number and the title are identical, K.I.A will 
update the record but if they are different, K.I.A. will append the new 
one to the end of the file. 

You can exchange K.I.A. articles in this manner. 




Using Security in KnowItAU 



KnowItAll has an extensive security system. You can access it by 
clicking on the "Setup Users" option from the System Menu. 



B KnowItAll Sensible Software, Inc. Mi 
1 System I 



From this option, you will see the users' list. You can add a new user 
by clicking on the "Add" icon. When you do that, K.I.A. will ask 
you if you want to copy another person's permissions over to the new 
user. This allows you to copy a current user when setting up a new 
one. You should always use this option. You might want to set up a 
pattern user so that you copy from that one each time you add a new 
user. 



AP 

BRADB 
BRENDAH 
DARRELLA 
DAVE 

DAVELOKOS 

DAVIDM 

DEBRAH 

DWAYNE 

EVAN 

GLENNZ 

JACKIEM 

JESSIEG 



u 



Password ADMIN 
Email Address | 

0AllowAdd 
0 Allow Edit 
0 Allow Delete 

Allow to modify' article permissions 
0 Allow to change Labels 

Allow to changes User setting 
0 Allow auto-login 

Allow Form Re-Sizing 



i urn Passwords Off 



[X] 



Click on the "Save" icon when you are done and then click on the 
"New User" in the list to the left and modify the name and password. 
Most of the permissions are self-explanatory but the "Allow Auto- 
Login" is a way to use security but not let it get in your way. 



The way this works is if the user name that you have entered here, 
matches the Windows User Name that logged into the work station, 
K.I.A. will bypass asking for a password since it is assumed that the 
person is already "secure" via their Windows login. 

NOTE: If you want to require everyone to login in under KIA with a 
user name and password, simply do not check this option. Be sure the 
Click on the "Turn Passwords On" option to enable the password 
system. 



Once the password system is enabled, K.I.A. assumes that everyone 
has permissions to access the articles. 
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IMPORTANT! - To prevent others from seeing an article, you 
MUST go to that article, click on the "Security button", and dese- 
lect the users who you do not want to have access to this article. 




Using the Notify/Review Feature 



1. Click on the "Click To Notify" feature within the article you 
would like to use this feature with. 





2. This will open the "Select the users to notify" screen. 

3. Choose the person (s) that you want to have notified when this 
article is either modified, deleted or should be reviewed on a spe- 
cific date. 




In this example, both Dave and Alan will receive notification if this 
article is modified or deleted. 



If this does happen, the next time Dave and Alan go into 
K.I.A. they will get the screen below. At this point, they can 
either clear the notifications by clicking on "Clear" or view 
them by clicking on "View". 
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You can also view any notifications by clicking on "File" and then 
"View Notifications". 



Q KnowltAII Sensible Software, Inc. 01/15/: 


File Edit System Help 


KnowltAII 




View My Notifications 


Exit 



Importing Articles into K J»A» from Outlook 



The following example is used with Outlook 2003. Your screens 
might look a little different depending on the version you are using 
but the functionality is the same. When the email arrives in your in- 
box, it will have an attachment indicated. 

1. Double click on the email in Outlook so that it comes up in its own 
window. 



2. Pull down the "File" menu and click on "Save Attachments". 

3. You will see a screen similar to this one. Click OK to proceed. 



Documents 
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E3 DRIVERS 
£) Documents and Setl 
(Slnetpub 
£2) KB- Distribute 
5 - SSI 
FPTemp 
DELL 

£3)VCLIP_Distribute 



E3 Program Files 
WINDOWS 
5 CjqCLIPv 



4. Now Navigate to where your KnowItAll is installed. 
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5. Double click on your KnowItAll folder to open it. You should see 
a set of files similar to this: 



Look in: j KnowItAll ^ 0 - D | ft X Ci J Tools- 


ft. 


imern. 

.rep" 

Qtmp 














Folder name: v 0 K 


| Cance, 



6. Now press the "OK" button to save your attachments. 

7. Once they are saved, you can delete the email. 

8. Next, open KnowItAll from your desktop of your programs menu. 
Upon opening KIA, you will see the following: 




You have article(s) waiting to be imported, 
Do you want to import therm now? 



9. Click on the "Yes" and you will be able to see the imported articles 
to accept or not accept them. 

10. Now you will see a dialog box that asks if you want to see the 
articles before importing them. 



Do you want to review the Articles before importing? 



NOTE: If you click on the "Yes" option, you will see a list. You can 
delete from this list if you do not want to have them imported. 
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11. Click on the "Save and Process" icon to continue the import. 

12. Once you have imported the articles K.I. A. will take you to the 
article (s) that you just imported. 
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If you have more than one, repeat this process for each email, from 
start to finish. Make sure that you import the article before proceed- 
ing to save the next email since each email will overwrite anyone that 
is already there. 



Synchronising With a "Laptop" Version of Know It All 



You will quickly find that you want to keep a version of KnowItAll 
on your laptop as well as at your home or office PC. When you do 
this, chances are you will be entering new information into the laptop 
as well as your PC. The Synchronizing program in K.I. A. takes care 
of this. 

To use this option, simply follow the install instructions for K.I.A. 
and then make a complete copy of your desktop K.I.A. on your lap- 
top. At this point, the two copies of K.I.A. are identical. Now take 
your laptop with you on a trip and you can enter new articles, change 
articles or even add attachments. 

The desktop version of your KIA is probably also being modified. 
When you return from your trip, take your laptop version of KIA and 
link it to your LAN. (i.e.: make your laptop hard drive available to 
your desktop.) You can do this in a number of different ways, see a 
computer consultant about how to link your two computers together. 



? 



This procedure will update this copy of KnowItAll (KIA) with any new or modified articles from a copy of this KnowItAll, 
This procedure is built to allow you to be able to make a copy of this KnowItAll onto your Laptop or other device, use it ii 
then bring if back and have the two copies of K i A update together. 



only be done with matching KnowItAll's. Both he 



<w the same serial number , 



Once this is done, from the KnowItAll menu, choose File, Synchro- 
nize. 

You will see the following information. 
Click on the "Yes" button and then go to your Laptop KIA. 
KnowItAll will do the rest. It will update the desktop version from the 
laptop. When it is done updating everything, it will copy the updated 
K.I.A. to your laptop. This refreshes both copies and you have up- 
dated your files in both places. 
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Key to success with KnowItAU 



How do you get your employees to 
start using KnowItAU? 

When we started, there was no information in KnowItAU. The man- 
agers simply stopped answering questions verbally. Instead, they 
would take the question from the employee and enter a new article in 
K.I. A., then instructed the employee to go look in K.I. A. for the an- 
swer. It took some discipline on the part of the mangers to implement 
this but as time went on, K.I.A. became more and more valuable to 
our company. Now, people don't want verbal answers anymore, they 
want the answer in K.I.A. with a reference to the article. 

We also set goals for our company; at 300 articles we gave lunch to 
the company, again at 600 and again at 800. By 800 articles every 
clearly saw the value of K.I.A. and now new articles are added daily. 



USER NOTES: 
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USER NOTES: 
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